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 1.0    INTRODUCTION
Southern Health NHS Foundation Trust Overview
The Trust provides community health, specialist mental health and learning disability services for people across the south of England. Covering Hampshire, Dorset, Oxfordshire and Buckinghamshire, we’re one of the largest providers of these types of service in the UK.  We employ around 7,000 staff who work from over 200 sites, including community hospitals, health centres, inpatient units and social care services. 

Our services include: 

· Mental health services - we provide treatment and support to adults and older people experiencing mental illness. We also provide treatment to adults and young people, in secure and specialised settings. 

· Community services - our diverse range of community health services provide support and treatment to both adults and children. We deliver this care in community hospitals, health centres, GP surgeries and in our patients’ homes. We also provide a stop smoking service (Quit4Life). 

· Learning disabilities services - our community learning disability teams work in partnership with local councils to provide assessment and support for adults with learning disabilities. We also provide specialist inpatient services. 

· Social care - We provide personalised social care support to people with a range of needs, including people with learning disabilities or mental illness. We support people to live independently. 

Supporting our Vision and Values

It is fundamental that that all bidders fully understand our business model and the needs of our services. It is expected that the bidder shall work in partnership with the Trust and fully support our vision and goals. The Trust expects that the provider will support and work together with the Trust to overcome challenges, support cost saving initiatives and achieve the goals that the Trust may face throughout the lifecycle of the contract. 
2.0
DEFINITIONS

The Trust


SHFT

SHFT


Southern Health NHS Foundation Trust

Contractor or Bidder
Companies bidding for the Supply of Nicotine Replacement Products are hereinafter referred to as the ‘Bidder’ or ‘Contractor’
3.0
BACKGROUND TO THE REQUIREMENT 

Southern Health NHS Foundation Trust (SHFT) has recently won the tender for the management of the “Quit4Life” service, Hampshire’s Stop Smoking service, covering the Hampshire region (excluding Southampton, Portsmouth and IoW)
SHFT is seeking a commercial partner for the supply of Nicotine Replacement Therapy (NRT) and any Nicotine Containing Products (NCP’s) to support this program. 
The purpose of this procurement is to:
1. Consolidate the purchase and supply of NRT/NCP products for the SHFT stop smoking services, across its geographical area.
2. Issue contract/s to cover all of the requirements as explained within the context of this document
3. Deliver best value to the Trust, taking into consideration price, maximum service efficiencies and quality of product
4. Ensure that SHFT Quit4Life services across the Trust’s geographical area continue to have access to a full range of NRT/NCP products for the lifetime of this contract, including any “new to the market” products.
The bidder will be expected to supply and deliver a range of NRT/NCP products to a range of delivery points across the Trusts geographical area, as and when requested by the Quit4Life, or Procurement teams.
Implementation of this procurement will result in improvements within the supply and distribution (supply chain) of NRT/NCP products to the Trust. The supply lines will also provide the flexibility required to include changes in the range of products within the market and also provide support for any directives from NHS England or local Quit4Life promotions/ campaigns during the lifetime of this contract.  
4.0 
SCOPE OF SERVICE
The requirement of this tender will be to implement a supply process for the complete range of Over the Counter NRT/NCP products to any Trust location within Hampshire.
The tender requirement within the context of this contract will support the wider Department of Health (DH) policy which directs funds towards the support of the Trusts smoking cessation services, with the aim to promote health improvements through a reduction in smoking prevalence
5.0 
CHANGES TO THE SERVICE OVER THE LIFE OF THE CONTRACT

Periodic Product Reviews

1 - The supply lines will have the flexibility required to cope with the introduction of new products entering the market, as well as any national or local Quit4Life promotions or campaigns during the lifetime of this contract. 
2 - Any changes as a result of any DH change of policy or MHRA guidance will be reviewed and agreed between the Bidder and the Trust prior to implementation.
3 – NHS England is the lead authority and could change policy at any time during the contract term. 

6.0
CONTRACT REQUIREMENTS AND CORE SERVICES

The contract manager will also support the Quit4Life team to implement the NHS national strategy for the management and provision of smoking cessation services
6.1 
SHFT Delivery Locations
SHFT, currently have three points of delivery for servicing the Trusts Stop Smoking Service, these sites are:
1 Quit4Life, Level 4/PCT/29, Aldershot Centre for Health, Hospital Hill, Aldershot,
      GU11 1AY.

2 Ashurst Annex, Ashurst Hospital, Lyndhurst Road, Southampton, SO40 7AR.

3    Quit4Life Offices, Fareham Health Centre, Osborn Road, PO16 7ER.

6.2 
Delivery Requirements
1   Delivery times will be within 48 hours from receipt of order before 15:00pm, or as requested by the Quit4Life teams where the offices are open on a part time basis. 
2 Where urgent deliveries are required, provision for same or next day delivery should be made available – this will be clearly stated by the Quit4Life team at the time of order and will be required in emergencies only.
3 Where the expected delivery schedule cannot be met (i.e. due to supply line/stock issues) the supplier must advise the Quit4Life team immediately of any expected delays.  
4 All deliveries will require “signed for” delivery by a member of the local Quit4life team (to help avoid anyone in building e.g. receptionist that does not work for the Quit4Life service accepting delivery and it getting ‘lost’). 

5 Wherever possible orders will be delivered complete and part shipments should be avoided wherever possible. If unavoidable the Quit4Life team should be advised of the short ship deliveries in advance with reasons why, to enable appropriate action to be taken.

6 Accurate delivery of products ordered: e.g. quantities, pack sizes and variations (e.g. mint not plain gum). In the event of any failure this will be treated as a delivery failure and recorded as a KPI failure (See 6.13) and discussed at the next account management meeting.

7 The shelf life available on any products when delivered will be no less than 18 months. Any items received with less than 18 months shelf life will be rejected and replacement product requested and will be treated as a delivery failure and recorded as a KPI failure (See 6.13) and discussed at the next account management meeting.
8 Clear processes are required for the Quit4life team to report any inaccurate deliveries.  Please include process flow chart for the process of collection and replacement of incorrect products with time lines.

9 Advise if there are any processes in place for returning un-used products both in and out of date and any conditions
10 When goods are returned, please provide a flow chart with the mechanism for ensuring credit notes are issued

11 Order frequencies will be “as required” by the Quit4Life team and will not necessarily be in regular monthly order quantities. Any orders will be subject to seasonal trends and subject to Quit4Life team activities and schedules.

12 Guidelines for transportation need to be adhered to – i.e. suitable storage and temperature control on vehicles 
13 All product deliveries must include patient information leaflets, printed in English.

6.3
Packaging Requirements


1   Standardisation of ordering quantities for all products is required e.g.:

· Individual pack size and packaging as per regulatory guidelines
· Outer packaging pack size

 
2   All deliveries will be in plain packaging 

3   Delivery notes will only have the delivery address visible on the outside of the package,  and will not display the contents of the package on the outside of the package.

6.4
Performance Targets (KPIs) 

Contract performance targets and key performance indicators will be agreed between the supplier and NHS service/s prior to the awarding of the Contract (See Appendix 1.)
Examples would be:

1   Delivery within 48 hours

2   Delivered products within shelf life tolerances (See 6.2.7)
3   Accurate quantity (See 6.2.6)
4   Accurate description – as ordered
5   Product range availability

6.5
Service Defaults

Should the overall service performance standards fall below 80% pass rate in any month the Trust may demand, via a meeting with the supplier of NRT/NCP products an immediate improvement strategy. Should the overall performance standard fall below 80% on three successive months the Trust will consider termination of the Contract. 
6.6
Customer Service Contact  

The Bidder will provide a named Customer service contact and contact details, to enable the Quit4Life team to contact in the event of any day to day supply issues. They should have the authority to effectively manage any first line enquiries and escalate if necessary.  We would also require a backup for sickness/annual leave.

The Customer service contact will also support the Quit4Life team to implement the NHS national strategy for the management and provision of smoking cessation services
6.7
Communication of Potential Supply Chain issues

In the event of any potential future supply chain issues for any contracted products, notification should be provided to the Quit4Life team within two working days advising of any issues relating to:

1   Product supply chain 
2   Quality issues 
3   Out of stock products

4   Discontinued products
5   Changes in product 

In the event of repeated failure to meet agreed KPI’s, the Trust will have the right to with-hold payment for under performance, or may terminate the Contract in accordance with the terms of this agreement and NHS terms and Conditions.
6.8
Product Recalls
In the event of product recall by the MHRA, or manufacturers, the Bidder will provide details of delivery points, batch numbers, dates of supply etc. and assist in the process for recovery and replacement wherever possible. 
6.9
Defect reporting

A mechanism for recording any failures in delivery for any reason must be decided upon between the Trust and the supplier of NRT/NCP products. Any incidents will then be discussed at the next account management meeting and appropriate action taken to find remedies.
6.10
Contract Reporting 

It will be a requirement that a quarterly quality assessment summary report will be provided by the supplier of NRT/NCP products to the Quit4Life team or other nominated officer by the 10th of the month following the quarter of assessment.  As a minimum each report will provide (See 10.1/10.2):
· Number of orders placed 

· Time taken to deliver

· Location of deliveries (delivery point)

· Goods ordered and pack sizes

· Individual and total values of order

7.
STATUTORY/OTHER OBLIGATIONS
7.1
 Compliance

To aid the Trust in achieving compliance with all relevant legislation, guidance and Trust Policies, the supplier of NRT/NCP products must comply with the following:
· MHRA
· EU TPD – tobacco product directive

· WHO Article 5.3 of Framework convention on Tobacco control

7.2
Information Governance 
This contract is considered a negligible risk where contractors typically supply goods only.
For non-NHS organisations:
This contract should be provided in accordance with the Data Protection Act 1998. Contractors are required to provide evidence of your compliance within the tender submission.
It should be noted Schedule 1 of the NHS T&C’s apply to this contract.

For NHS organisations:
Please provide evidence of your IG Toolkit Assessment report documenting your attainment level. Please also provide a copy of your Information Commissioner Organisation (ICO) registration. 
It should be noted Schedule 1 of the NHS T&C’s apply to this contract.
7.3 
Infection Control

Steps should be taken to ensure that products are not tainted by cross contamination from other products, during storage or transportation.

8. 
SUB-CONTRACTING
8.1
Nominated Distributors / Sub-Contractors

In the event of a Manufacturer nominating an authorised distributor, the NRT/NCP products supplier shall indicate within their tender proposal aspects of the contract they would intend to sub-contract and/or employ a third party to fulfil the service(s) specified within the contract specification. The Contractor shall provide name(s), addresses(s) and contact details of proposed sub-contacted Contractors and/or third parties to be employed within the contract in their tender proposal together with all relevant licences, appropriate qualifications, certification and requirements.

8.2
Sub-Contractor Invoicing 
Where sub-contracting arrangements do exist, the Contractor shall arrange for all invoices to be co-ordinated for each sub-contract and the Trust to receive one consolidated one page monthly invoice with back up data to be provided, detailing by provision by site.
8.3
Sub-Contractor Charges

Any associated administration charges for the management of third parties and/or sub-contracted services (including invoicing arrangements etc.) must be included in the quoted costs. The successful Tenderer, if subcontracting part of the security service out shall be liable for that third party and any breach of contract therein.

8.4
Sub-Contractor Assignment

The Contractor shall be prohibited from transferring or assigning directly or indirectly, to any other person or person(s), any portion of this contract without the written permission of the Quit4Life team.

9. 
PARTNERSHIP WORKING
The Trust is looking to work in a spirit of partnership with the successful Bidder of NRT/NCP products, recognising the reasonable needs of all parties within the shared objective of having an efficient and effective guarding security service.  A framework for an ongoing dialogue between the parties will include monitoring of performance, recording and resolving differences, and agreeing formal changes to the service.

The aim shall be to:
•
The supplier of NRT/NCP products to meet and support the Trusts values and vision

•
Ensure Trusts and supplier of NRT/NCP products staff awareness of the service provision

•
Embrace innovation by regularly? reviewing the contract to improve patient and user experience
10.
CONTRACT MANAGEMENT REQUIREMENTS

The contract manager will support the Quit4Life team to implement the NHS national strategy for the management and provision of smoking cessation services
10.1
Contract Review Meetings 
The Bidder shall attend on award (within the first month See 15.1) a contract mobilisation meeting with the Quit4Life team.  Monthly meetings will initially be held and then extended to quarterly,  once  it is deemed by the Quit4Life team that the service provided is progressing as required in the planned specification.  These meetings will be formal and minuted and will discuss the contract in operation and the quality of service being delivered. 
Performance monitoring reports will be reviewed and any actions agreed to address any areas of dissatisfaction. 
In addition to contract review meetings, the Bidder will be required to make their account manager and/or senior manager available for specially convened meetings, should the need arise to escalate any issues and at no cost to the Trust. This requirement is designed to ensure that there is continuity and ownership on the Contract at senior management level if required.
10.2
Quality Assessment  
The services in operation will be subjected to Quality Assessment and Control auditing by the Quit4Life team. The successful Bidder will at all times need to satisfy the management of the Trust that the best standards of service are being achieved. Issues which arise over the quality assessment should be resolved initially between the Bidder and the Quit4Life team.  Where no agreement can be reached the matter will be escalated to the Trust Director of Nursing, who’s decision will be final. 
10.3 Variation of Contract
1 The Trust reserves the right to add or delete products in the agreement, in line with general changes to the market. This will be managed via the variation process for the contract.  
2 All parties must notify, in writing, any proposed changes to the specification of the service being supplied against contract.  Notification of any such proposals shall be made at least 90 days prior to the implementation date of any changes, unless a shorter period is formally agreed in writing.

3 Any variation to the terms of the Contract must be recorded in writing and executed by a director or authorised signatory of the supplier of NRT/NCP products and the Quit4Life team.  Such record of the variation in question must address all consequential amendments required to be made to the Contract as a result of such variation, including adjustment to the contract price. 

4 Variations will take effect as from the date specified in the signed record of variation (See Appendix 2) and shall not have retrospective effect unless expressly provided for in such record.
5 Each record of variation must be dated and sequentially numbered. The Trust and the supplier of NRT/NCP products will be entitled to an original executed counterpart of the record of variation see attached
11.
LOCAL TRUST REQUIREMENTS
11.1
Trust Policies

The supplier of NRT/NCP products shall comply with the Trust’s policies and procedures as appropriate.  Full details of all local Trust policies are available on request. These may include, but shall not be limited to, information governance, health and safety, control of infection, risk assessment, moving/lifting and handling, security etc.

The supplier of NRT/NCP products will be expected to work in partnership with the Trust to ensure adherence to and compliance with all relevant local policies, procedures and legislation.

The successful Bidder at all times will need to satisfy the management of the Trust that the best standards of service are being achieved.  
11.2
No Smoking/Alcohol/Drugs Policy
Visitors will be entering smoke-free sites including grounds and car parks.  The supplier of NRT/NCP products will be required to help promote the Trust’s sites No Smoking Policy
12.
BUSINESS CONTINUITY
12.1
Business Continuation Planning

1   It is expected that all Contractors to the Trust shall have up to date documented, audited and regularly tested procedures for the continuity of supply of goods and/or services in the event of the following:

•    A major incident alert within the Trust that may necessitate a very quick response and additional support for a particular incident, and/or

•   An internal (e.g. staffing issue) or external (e.g. utilities failure) problem within or affecting the Contractor in the continued delivery of contracted goods and/or services.

2   The Bidder to provide as part of the tender bid the continuity plans to provide assurance of maintaining service provision for all the specification elements.
3    The continuity plans, will be initially reviewed and agreed by the Trust and Contractor.    Thereafter it will be expected that an annual review will be held and all plans updated here required.

4    All continuity measures in place will be provided by the Contractor at the at no additional cost to the Trust.

13.
COMPLAINTS PROCEDURE 

1  The Bidder must provide within their tender proposal their internal complaints procedure. 
2     The bidder shall inform the Quit4Life team of any difficulties or complaints relating to the delivery of any product within 24 hours of receiving such complaint.  Response to formal complaints raised by the Trust to be acknowledged within 2 working days and resolution and actions resulting within 5 working days?
14.
ENVIRONMENTAL AND SUSTAINABILITY MANAGEMENT
14.1
Environmental and Sustainable Management Planning

1   All contractors and sub-contractors must operate in an ethical and environmentally sound way. As a minimum requirement the contractor must adhere rigorously to all relevant human rights, equality, labour, social values and environmental laws, in line with the Trust’s Sustainable Development Policy.
2     The contractor should actively promote equality and diversity, and wherever possible seek to support the voluntary living wage and community partnerships.
3  The contractor should have a system in place to manage their organisation’s environmental aspects and significant impacts which are applicable to this contract, preferably independently verified to an accredited standard such as BS8555 or ISO14001 (include copies of certificated evidence).
4   The contractor will be required to work in partnership with the Trust to improve the environmental impact of the products / services provided over the lifetime of the contract and assist the Trust to reduce its carbon footprint in the provision of these products / services, in line with the Trust’s Sustainable Development Strategy 2015-2020.
15.
IMPLEMENTATION
15.1
Contract Mobilisation
1     The supplier of NRT/NCP products will need to hold regular meetings with the Trust to facilitate the smooth mobilisation of the contract.  Detailed mobilisation plans are to be provided by the Contractor highlighting key milestones and timescales, and will need to be updated and monitored through the mobilisation period ensuring that the Trust is aware and understands the contract deliverables, and any associated changes that will affect operational services and what this involves.   It is expected that full resource and provision of service will be available to manage the contract on the agreed commencement date.  Timescales for the mobilisation period will be agreed between the Contractor and the Trust but will be within one calendar month.
2   The supplier of NRT/NCP products to have regular contact with the Quit4Life team throughout the mobilisation period.  These can form phone calls, emails, video conferences and meetings at least on a weekly basis.
3 The supplier of NRT/NCP products will provide key information which will include contact details, services and procedures, contract objectives, contract specific details and principles, roles and responsibilities for colleagues and contract Contractors.  Agree the variation process for any changes to the contract required, escalation and complaints processes.
4 The bidder will be expected to work with the Trust to create a catalogue of Products on the favoured Trust EProcurement system (SBS) from which the Quit4Life team can select and order items.

16.
FINANCE
16.1
Purchase Order/Trust Standing Financial Order

The bidder cannot progress the contract or any work without a fully authorised and approved purchase order.
16.2
Invoicing
A process for raising requisitions, authorisation, sending of purchase orders and invoicing will be defined by the Trust procurement team and agreed as part of the implementation process.

The Bidder shall provide a one page consolidated invoice to the Trust for all deliveries carried out in each monthly period, within 15 days of the end of each calendar month during the contract term.  
The invoice will be certified by the Quit4Life team.  
Provision should also be made to ensure that the entire consolidated invoice is not held up for payment in the event of any query against single invoice lines. Any invoice queries must be notified to the Trust Procurement team and Quit4Life team to ensure payments are not held up. The account should not be put on stop under any circumstances, without advising the Contract manager and the Quit4Life team first.
All invoices must be addressed as follows:
Southern Health NHS Foundation Trust RW1 F225

                                 Phoenix House

   

Topcliffe Lane

    

Wakefield




WF3 1WE 
All invoices will be issued and paid in arrears.   Full breakdown of data, (in excel format) must include:  
· Purchase order number

· Number of orders placed 

· Location of deliveries (delivery point)

· Goods ordered and pack sizes
· Individual item cost and total cost

The breakdown of costs shall be structured so to allow a transparency of charges and be easily auditable by the Quit4Life Officers.   Where sub-contracting arrangements do exist, the Contractor shall arrange for all invoices to be consolidated within the monthly invoice from the main Contractor.  Any associated administration/additional charges for the management of third parties and/or sub-contracted services (including the consolidation of collections, invoicing arrangements etc) must be included in your quote. Where sub-Contractor/third parties are used to supply goods on behalf of the Trust via the Contractor(s), the Contractor(s) is responsible for managing and coordinating all invoicing arrangements.    
Opportunities for cost-efficiencies may arise over the course of the contract that favourably affects the cost of service delivery for the Contractor(s). For instance opportunities may be found within the supply chain and contractors should encourage and share proposals accordingly. The Trust will expect Contractor(s) to update their Pricing Schedules to reflect such cost-efficiencies.
16.3
Tradeshift 
Suppliers can also send invoices to Tradeshift electronically which is much quicker than the requirement of a postal submission via SBS.  It is free to register and the link for Tradeshift.    www.tradeshift.com.  
17.
EXIT ARRANGEMENTS

Appropriate arrangements will be made for service exit or termination (early or upon natural contract expiry).  It will be expected that the Contractor will provide a handover to the next service provider upon retender or handing the service provision back to the Trust including any necessary asset, skill, licence and knowledge transfer, with no additional costs to the Trust.
At the end of the Contract Period (howsoever arising) and/ or after the Contract Period the Contractor shall provide assistance to the Trust and the Replacement Contractor in order to ensure an effective handover at no cost to the Trust.  Where the end of the Contract Period arises due to the Contractor’s Default, the Contractor shall provide such assistance free of charge. 
At the end of the Contract Period (howsoever arising) the Contractor shall immediately deliver to the Trust upon request all Property (including materials, documents, information and access keys) used in the performance of its obligations under the Contract in its possession or under its control or in the possession or under the control of any permitted.
Appendix 1 – Proposed Key Performance Indicators

	
	KPI’s
	Target/Measure
	Frequency of reporting

	1
	Delivery within 48 hours
	90% of all deliveries within 48 hours
	Monthly 

	2
	Delivered products within shelf life tolerances (See 6.2.7 - Minimum 18 months)
	100% of products with at least 18 months shelf life
	Monthly 

	3
	Accurate quantity  - as ordered (See 6.2.6)
	100% of all Deliveries match delivery notes - Quantity
	Monthly

	4
	Accurate description – as ordered
	100% of all Deliveries match delivery notes - Description
	Monthly

	5
	Invoice Accuracy
	95% of invoices accurate
	Quarterly


Appendix 2 - Variation to Contract Form
CONTRACT VARIATION AGREEMENT

SH0490 - Change Control Process

Nicotine Replacement Products Specification
Document Variation No ###

[image: image1]
	Contract  Manager
	

	Unit Name
	

	Trust
	

	Site Full Address
	

	
	

	
	

	Post Code
	

	Contact Tel No
	


	Service cost centre number for billing
	


Nature of variation; (Please mark as appropriate)

                Temporary    FORMCHECKBOX 
       Permanent    FORMCHECKBOX 
   Ad hoc        FORMCHECKBOX 
  

 


Addition        FORMCHECKBOX 
        Reduction     FORMCHECKBOX 
   Substitution  FORMCHECKBOX 
   

Description of activity variation required: please quote location(s) and type of activity and timings and any other applicable information relevant to the change. (Use Appendix A if necessary)

Variation Implementation Details:

	Variation to commence


	Day
	
	Month
	
	Year
	

	Variation to end


	Day
	
	Month
	
	Year
	

	Variation perm


	Yes/No



Impact of requested variation:   

1. 

Addition/Reduction of Services   £ (inclusive of VAT)  =   £XXXX 

2. 
Addition/Removal of product list £ (inclusive of VAT)  

3. 
Variation impacts cost exempt: YES/NO    (Delete as appropriate)   

Variation accepted: _____________________ Date: _______________

Print Name: ___________________ Signature; ________________


As Contract Manager responsible for the area(s) listed in Part 1 of this form, I authorise the above variation to contract to take place and accept the cost implications as detailed in Part 2 of this form.

Signature:  ___________________________Date: _____________________

Print Name: __________________________Designation: ________________


As Authorised Officer for the Contract, I accept this variation to contract.

Variation accepted: _____________________ Date: _______________
Print Name: ___________________ Signature; ________________


Additional Comments to Support Variation

Supplier

Clinical Lead
Trust Contract Manager 

Part 1: Request for Variation to Contract


To be completed by Contract Manager





Part 2: Quote + Authorisation for Variation to Contract


(To be completed by Bidder)





Part 3: Authorisation of Variation to Contract


(To be completed by the Trust Contract Manager)





Part 4: Authorisation of Variation to Contract


(To be completed by the Trust  Head of Procurement)
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